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PURPOSE: To establish procedures for handling employee injuries and to establish the authority for 
eligible temporary light-duty assignments. 


POLICY: Temporary light-duty assignments, when available, are for eligible personnel who, because of 
injury, illness or disability, are temporarily unable to perform their regular assignments but who are 
capable of performing alternative duty assignments. Use of temporary light duty can provide employees 
with an opportunity to remain productive while convalescing, and provide a work option for employees 
who may otherwise risk the health and safety of themselves or others by remaining on duty when 
physically or mentally unfit for their regular assignment. Therefore, it is the Department’s policy that 
eligible personnel be given a reasonable opportunity to work in temporary light-duty assignments where 
available and consistent with this policy. 


DEFINITIONS: 


Eligible Personnel: Any full-time sworn or civilian Department employee suffering from a medically 
certified illness, injury or disability requiring treatment by a licensed health-care provider and who, 
because of injury, illness or disability, is temporarily unable to perform their regular assignment, but is 
capable of performing alternative assignments. 


Family and Medical Leave Act (FMLA): Federal law providing for up to 12 weeks of annual leave for 
workers, in addition to leave provided by this agency, due to illness, injury or certain other family 
conditions/situations. 


I. PROCEDURES: 
A. Occupational Injuries/Diseases 


1. When an employee is injured on-duty, the employee will notify his or her supervisor of the 
injury as soon as possible. The supervisor will complete the appropriate paperwork and ensure 
they forward it to the Administration Services Division Lieutenant who, in turn, will ensure 
that the City’s Human Resource Management (HR) Department is notified. The supervisor will 
also notify the shift commander of the injury. 


2. If the injury does not require medical treatment or the employee refuses medical treatment: 
a. The supervisor will complete the indicated portions of the Authorization for Medical 


Treatment form. 
b. The employee will sign confirming the information provided is true and correct and that 
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they have received the WC employee information letter, and questions and answers flyer 
from the city of Portsmouth. 

c. The employee will complete the First Report of Injury and the supervisor will review the 
information, complete the bottom portion of the form and then sign prior to submission. 

d. The supervisor and employee will complete a Supervisor/Employee Accident Report. 

e. The employee’s immediate supervisor will forward the completed forms to the Police 
Administration Lieutenant. 

f. The Police Administration Lieutenant will forward the completed forms to the Workers’ 
Compensation Coordinator in city HR. 


3. If the injury requires medical treatment: 


a. The employee and supervisor will complete the indicated portions of the Authorization for 
Medical Treatment form. 

b. The supervisor and employee will complete a Supervisor/Employee Accident Report. 

c. The employee will complete the First Report of Injury and the supervisor will review the 
information, complete the bottom portion of the form and then sign prior to submission. 

d. The employee will select a medical panel provider by circling their choice. 

e. The employee should take the completed Authorization for Medical Treatment form to the 
selected panel physician for treatment of his or her injuries. 

f. The treating physician must complete the bottom half of the Authorization for Medical 
Treatment form. 

g. Immediately after medical treatment is received, the employee will bring or fax both forms 
and associated paperwork from the Doctor’s visit to the Administrative Lieutenant. 

h. The Police Administration Lieutenant will forward the completed forms to the Workers’ 
Compensation Coordinator in HR. 


4. If the employee is allowed to return to work on modified duty, the employee will ensure that he 
or she delivers all paperwork to the Administrative Services Division Lieutenant. It is critical 
that the treating physician clearly states the employee’s restrictions. Based upon work 
restrictions set by the treating physician, a light duty assignment will be made at this time. 


5. If the employee is unable to return to work per the treating physician, the employee must 
deliver all documentation to the Administrative Division Lieutenant. The employee is also 
responsible for providing the Lieutenant with a schedule of all medical evaluations and/or any 
physical therapy appointments. 


6. If the treating physician releases the employee to regular duty, the paperwork will be 
completed and returned to the Administrative Lieutenant and the employee will return to 
normal duty status. 


7. Emergency — After Hours: 
a. Instruct the employee to go to the nearest hospital emergency room or after-hours treatment 


facility. Upon release, the employee must be seen by one of the panel physicians on the 
next business day or next available appointment. This will be their treating physician for 
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ongoing treatment. The employee shall bring all paperwork received from the treatment 
center or hospital to the panel physician. The employee will forward the Authorization for 
Medical Treatment for to the Administrative Lieutenant after the Emergency Room doctor 
has completed it. 


b. Referrals for additional medical treatment or intervention shall be within the sole discretion 
of the Employee’s treating physician. Medical treatment or intervention received by the 
employee that is not first approved by his or her treating physician may result in the 
employee’s loss of medical care benefits under the Workers’ Compensation Act. 


B. Off-duty (Non-occupational) Injuries/Diseases/Conditions 


1. When an employee is injured off-duty or develops a non-occupational medical condition that 
impacts the regular performance of their job duties, the employee shall notify their supervisor 
as soon as practical in accordance with the Sick Leave provisions of ADM-01, Section VI.H, 
VIILA-B and City AP#37. 


2. Employees injured off-duty or with non-occupational medical conditions may be placed in a 
“no duty” or “restricted/limited/modified/light duty” status by their attending medical 
provider. 


a. Employees in a “no duty” status must use available leave or enter a leave-without-pay 
status. The provisions of FMLA apply (City AP#33). 


b. Employees in a “restricted/limited/modified/light duty” status may proceed as in Section III 
below. 


Il. Light and/or Modified Duty: 


A. When an employee is not cleared for full duty, the treating physician must indicate specific 
restrictions or modifications relevant to the injury. An employee returning to work with a note 
that specifies only “light duty” or modified duty” will be directed to return to the physician for 
specific work limitations and restrictions. 


B. Temporary light-duty positions are limited in number and variety. Therefore, 


1. Personnel injured or otherwise disabled in the line of duty shall be given preference in initial 
assignment to light duty; and 


2. Assignments may be changed at any time, consistent with work restrictions assigned by a 
treating physician, if deemed in the best interest of the employee or the agency. 


C. This policy in no way affects the privileges of employees under provisions of the Family and 
Medical Leave Act, Fair Labor Standards Act, Americans with Disabilities Act, or other federal 
or state law. 
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D. Assignment to temporary light duty shall not affect an employee’s pay classification, pay 
increases, promotions, retirement benefits or other employee benefits such as pay for special 
assignments, including but not limited to canine handlers or special weapons and tactics team 
members. 


E. Light-duty assignments shall not be made for disciplinary purposes. 


F. No specific position within this agency shall be established for use as a temporary light-duty 
assignment, nor shall any existing position be designated or utilized exclusively for personnel 
on temporary light duty. 


G. Light-duty assignments are strictly temporary. 


1. Eligibility for non-job-related light-duty assignments is limited to six months. Extensions 
may be granted with documented significant progress towards recovery. An extension 
request package, submitted to the Chief via the employee’s chain of command, shall include 
a cover letter from the employee and an attending physician’s letter reflecting current status, 
improvements made over the last three months, and expected return to duty date. Employees 
must submit extension request packages before the expiration of the six month eligibility 
period. 


2. Eligibility for job-related light-duty assignments is limited to twelve months. Extensions 
may be granted with documented significant progress towards recovery. An extension 
request package, submitted to the Chief via the employee’s chain of command, shall include 
a cover letter from the employee and an attending physician’s letter reflecting current status, 
improvements made over the last three months, and expected return to duty date. Employees 
must submit extension request packages before the expiration of the twelve month eligibility 
period. 


3. Employees who have reached “maximum medical improvement” and/or are otherwise 
unable to return to their original duty assignment shall pursue other options as provided by 
employment provisions of this agency or federal or state law. 


H. Officers on temporary light duty are prohibited from engaging in outside employment in which 
they may reasonably be expected to perform law enforcement functions for which they have 
been determined physically or mentally unable to perform on behalf of this Department and that 
form the basis for their temporary light-duty assignment. 


1. Depending upon the nature and extent of the disability, an officer on temporary light duty 
may be prohibited or restricted from wearing the departmental uniform, operating police 
vehicles, carrying department-issued weapons, or otherwise limited in employing police 
powers as determined by the Chief. 


2. In order to carry department-issued weapons, employees must be approved by the treating 
physician to engage in range activities and must maintain qualifications in accordance with 
ADM-22. The final determination shall be made by the Chief of Police. 


ADM-32 — On and Off-Duty Injuries (09.07.17) eee 
age 4 0 


I. Officers may not refuse temporary light-duty assignments that are supported by and consistent 
with the recommendations of a treating physician or certified health-care provider. 


J. Temporary Light-Duty Assignments. Temporary light-duty assignments may be drawn from a 
range of technical and administrative areas that include but are not limited to the following: 


Administrative functions (e.g. report review, special projects), 
Clerical functions (e.g. filing,), 

Desk assignments (e.g. booking officer), 

Report taking (e.g. telephone reporting unit), or 
Communications (e.g. complaint taker). 


Seine le 


K. The Administrative Services Division shall maintain an inventory of available job assignments 
that may be used for temporary light duty. 


L. Decisions on temporary light-duty assignments shall be made based upon the availability of an 
appropriate assignment given the applicant’s knowledge, skills and abilities; availability of 
light-duty assignments; and the physical work restrictions assigned by a treating physician or 
other licensed health care provider. 


M. Every effort shall be made to assign officers to positions consistent with their rank and pay 
classification. However, where appropriate, personnel may be assigned to positions designated 
for personnel of lower rank or pay classification. Officers thus assigned shall: 


1. Retain the privileges of their rank but shall answer to the supervisory officer of the unit to 
which they are assigned with regard to work responsibilities and performance; and 

2. Retain the pay classification and related benefits of the position held prior to their 
assignment to temporary light duty. 


II. Requests for an Assignment to Temporary Light Duty 


A. Employees shall submit requests for temporary light-duty assignments to their immediate 
supervisor. Requests must be accompanied by a statement of medical certification to support a 
requested reassignment, which must be signed either by the treating physician or other licensed 
health-care provider. The certificate must include an assessment of the nature and probable 
duration of the disability, prognosis for recovery, nature of work restrictions and an 
acknowledgment by the treating physician or licensed health care provider of familiarity with the 
light-duty assignment and the fact that the employee is physically able to assume the duties 
involved. 


B. The supervisor shall forward the request for temporary light duty and the physician’s statement 
to the Administrative Services Division commander, who shall make a recommendation 
regarding the assignment to the Chief or his or her designee. 
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C. The Department may require the employee to submit to an independent medical examination by 
a health provider of the Department’s choosing. 


D. An employee who has not requested temporary light duty may be recommended for such 
assignment by submission of a request from the officer’s immediate supervisor or unit com- 
mander. Such a request must be accompanied by an evaluation of the employee conducted by a 
competent medical authority expressing the need for temporary light duty or by a request/order 
for a medical or psychological fitness-for-duty examination. This process must be coordinated 
through City Human Resource Management. Notice shall be provided to the employee of the 
proposed temporary light-duty assignment. 


E. As a condition of continued assignment to temporary light duty, officers shall be required to 


submit to periodic physical assessments of their condition. This process shall be coordinated 
through City Human Resource Management. 


Tonya D. Chapman 
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